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SHARED SERVICES COMMISSION

MEETING MINUTES
March 18, 2008

MEMBERS PRESENT: Clayton Bannock, Ann Harford, Dennis Milanovich, Dale Roberson

and Joe Wehr
OTHERS PRESENT: Stephen Cullinan, Superintendent of Schools; Anthony Littizzio,

Board of Education (BOE) Director of Business Services and his
staff members: Anita Yost, Robin Millette and Coreen Margnelli;
John Collins, BOE Information Technology Coordinator

1. CALL TO ORDER:

Chairman Dennis Milanovich called the meeting to order at 7:35 pm at the Ellington Town Hall,
55 Main Street, Ellington, CT.

2. CITIZENS FORUM: No comments.
3. APPROVAL OF MINUTES: February 26, 2008

MOVED (HARFORD) SECONDED (BANNOCK) AND PASSED TO APPROVE THE SHARED
SERVICES COMMISSION MEETING MINUTES OF FEBRUARY 26, 2008.

4. DISCUSSION REGARDING SHARED SERVICES

Mr. Littizzio distributed the organizational chart and template for the BOE Accounting
Department (attached), breaking down the accounting/payroll processes. There was some
discussion between the Commission and the BOE staff members which clarified a number of
questions regarding the submission.

Mr. Collins reviewed the IT Department’s template noting that there are approximately 1,000
computers (including laptops) district-wide. There was some discussion regarding the Ti and
DSL lines. Mr. Collins explained that the Ti lines are maintained by AT&T and the DSL lines
provide internet service through the State Education Network for schools and libraries. Mr.
Milanovich questioned if municipalities can connect or “piggyback” to this network. Mr. Collins
will ask the State and report back to the Commission. There was also discussion on owning the
fiber optics rather than leasing them. Mr. Collins did not feel it was economically feasible.
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Mr. Clayton asked Mr. Collins if he could complete the internal labor hours column on the List of
Processes for the BOE IT Department. Mr. Collins stated that if would difficult to determine
internal hours as he supervises IT for 5 buildings. He explained that some functions will show
high volume in the summer as that is when they perform most of the maintenance and upgrade
functions; however, he will submit his best estimate.

On behalf of the Commission, Mr. Milanovich thanked the BOE staff members for compiling a
complete and thorough submission and for attending tonight's meeting.

The Commission discussed the lack of interest the Town has shown in submitting the requested
information. Mr. Milanovich will attend the Board of Selectmen’s April 7, 2008 meeting to
provide an update on the work accomplished to date and to express urgency in receiving the
information requested from the Finance Officer. Mr. Milanovich will send another letter to the
Finance Officer asking him to submit the IT information prior to the Commission’s April meeting.

The Commission changed their April meeting date from April 15 to April 29, 2008.
5. Adjournment

MOTION (ROBERSON) SECONDED (BANNOCK) AND PASSED TO ADJOURN THE
MEETING AT 9:16 PM.

Respectfully submitted,

\ 4
Marie Sauve
Recording Secretary
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Ellington Public Schools

Job Description

Department: Technology

Title: Database Coordinator

Reports to: Information Technology Coordinator

Job Summary: _
The Database Coordinator is responsible for the integration of various student databases to
maintain a single point of entry system. A student’s information is entered once and that
information is fed to the various modules (SNAP, SEMS/i504, State reporting, CafeTerminal,
etc.). The Database Coordinator also provides Administrators customized reports to ensure
that Board of Ed policy is enforced (ex. Attendance policies, Graduation Requirement
policies). Reports on CMT/CAPT information are also provided to help Administrators and
teachers identify students in need of extra help. '

Summary of essential job functions:

¢ & ¢ ¢ O 9 & 0 8 B P 0 e e

District registrar responsible for registering and un-registering students on state site
Verify accuracy of student data in preparation for state reporting

Provide the Administrative Assistant with the PS1S file in Oct, Jan, and June
Monitor link between student databases and SEMS/i504 system

Provide tech support for Special Ed department regarding SEMS/i504 system
Verify Special Ed students are in SEMS to create SEDAC file for state reporting
Verify files are synchronized between Admin Plus and SNAP

‘Provide tech support for Nurses on SNAP

Update Free/Reduced lunch status for students which is fed to CafeTerminal

Import CMT/CAPT information to student database to produce various reports

Work with Administrators to design reports to ensure Board of Ed policies are enforced
Provide training as needed on various databases (Admin Plus, SEMS/i504, SNAP)
Prepare electronic files for the bus company’s new software system (Versatrans)
Prepare electronic files to update Bibliomation

Prepare electronic files for photographers and import student photos

Design and implement electronic report cards for the elementary schools

Minimum requirements:
4 year college degree with systems background
Experience with Rediker, SEMS/i504, SNAP

Abilities required:;
Strong organizational skills
Knowledge of Excel



Job Description

POSITION: Network Technician

POSITION SUMMARY: The Network Technician will aid the Information
Technology Coordinator in developing, maintaining, and improving technologies to
support the Ellington Public Schools. This person stays abreast of changes in technology,
and is knowledgeable about computers, networking and systems development. This
individual primarily provides network support, and works with administrators, school
technology consultants, technology coordinators, and other staff to reach the district goals
and objectives related to technology.

QUALIFICATIONS: Possess CISCO Certification or equlvalent experience. Possess
Microsoft Administrative Certification or equivalent experience. Excellent
communication, interpersonal and organizational skills.

RESPONSIBILITIES:
- L Collaborates with the technology/teacher consultants and the Information
Technology Coordinator.

2. Installs, maintains and upgrades all district technology hardware (computers,
printers, audio-visual equipment, etc.).

3. Troubleshoots and repairs hardware in a timely manner.

4. Assists the Information Technology Coordinator in designing, administering
and maintaining state-of-the-art local and wide-area networks.

5. Tests and monitors LAN and WAN for usage and performance.

6. Installs, configures and maintains all components of network infrastructure
(switches, routers, etc.).

7. Assists the Information Technology Coordinator in administering and
maintaining the district’s WAN Firewall, proxy sever, Internet filtering and
virus protection.

8. Assists the Information Technology Coordinator in designing, implementing
and maintaining a system for backing up data throughout the district.

9. Evaluates, develops and maintains data communication systems.

10.  Aids in developing and implementing secunty procedures and network usage
policies.



11..

12.

13. .

14.

15.

16.

Supports district databases and data warehouse models and initiatives. -

Assists in administrative uses of technology, including development,
refinement, and utilization of database applications.

Works closely with the Technology Technician, vendors and Contracted
Service Personnel. ,

Helps in keeping an updated district inventory.

Provides support/training to staff on sofiware progmms bemg used in the
district.

Performs other duties as determined. by the Information Technology
Coordinator.

REPORTS TO: Information Fechnology Coordinator



POSITION: Information Technology Coordinator

POSITION SUMMARY: The Information Technology Coordinator is responsible for
developing, maintaining, and improving technologies to support the Ellington Public Schools.
This person stays abreast of changes in technology, and is knowledgeable about computers,
networking and systems development. This individual provides technical support, and works
with administrators, school technology consultants, technology coordinators, and other staff
to reach the district goals and objectives related to technology.

QUALIFICATIONS: Minimum of a bachelor’s degree, preferably in the area of math,
science, information technology or computer science. A+ Certification or equivalent
experience. Microsoft Administrative Certification or equivalent experience. Demonstrated
management experience. Excellent communication, interpersonal and organizational skills.

RESPONSIBILITIES:

1. Collaborates with the technology/teacher consultants and the 9-12 Technology
Coordinator. ' '

2. Works with the Superintendent of Schools and the Technology Committee to maintain a
district-wide technology plan that conforms to State standards and develops an annual
implementation schedule.

3. Troubleshoots problems and devises a system to facilitate and expedite repairs.
4. Supervises and evaluates the technology technician and contracted service personnel.
5. Designs, administers and maintains state-of-the-art local and wide-area networks.

6. Researches current trends in technology to keep appropriate staff informed and guide
decision making. :

7.  Develops standards and specifications for hardware, networking, infrastructure, and data
communications access.

8. Performs ongoing evaluation of district hardware, software, and uses of technology.
9. Keeps an updated inventory of all district technology equipment.

10. Coordinates financial plans, budgets, and proposals for technology-related equipment
and services. Manages technology funds.

11. Researches and develops procedures for replacement and maintenance of equipment
including determination of need for insurance, feasibility of leasing and alternate
creative solutions that will maximize return on investment.



12.
13.
14.

15.

16.
17.
_ 18,

19.

20.

Works with vendors, State bid listings and agencies such as Regional Education Service
Centers to procure technology~re1ated equipment and services.

Coordmates and admlmsters the district’s WAN Firewall, Proxy Server, Internet
filtering and virus protection.

Develops and 1mp1ements security procedures and works with the administration and
Board of Education in developmg network usage policies. ~

Evaluates, develops and maintains data communications systems.

Seeks technology development opportunities and technology grant funds, mcludmg
responsibility for secunng e-rate funding and-grant application submittal. _

Manages, supervises and supports district databases and data warehouse models and
initiatives. _

~Assists in admlmstratlve uses of technology, including development, reﬁnement, and

utilization of database applications.
Provides supperiftfaining to staffion software programs b.eing used in the district.

Performs other duties as determined by the Superintendent.

. REPORTS TO: Superintendent of Schools



Job Description

POSITION: Technology Technician

POSITION SUMMARY: The Technology Technician will aid the Information
Technology Coordinator in developing, maintaining, and improving technologies to
support the Ellington Public Schools. This person stays abreast of changes in technology,
and is knowledgeable about computers, networking and systems development. This

individual primarily provides hardware and software support, and works with

administrators, school technology consultants, technology coordinators, and other staff to
reach the district goals and objectives related to technology.

QUALIFICATIONS: Possess A+ Certification or equivalent experience. Excellent
communication, interpersonal and organizational skills.

RESPONSIBILITIES:

1

10.

11.

Collaborates with the technology/teacher consultants, the Network Technician
and the Information Technology Coordinator.

Installs, maintains and upgrades all district technology hardware (computers,

- printers, audio-visual equipment, etc.).

Troubleshoots and repairs hardware in a timely manner.

Assists in evaluating requests for upgrading and/or replacement of hardware
and/or software.

Creates and maintains a stocked workshop to aide in making hardware repairs
more efficient.

Installs and supports all district technology software.

Installs wiring and network connections throughout the district when
necessary.

Provides support/training to staff on sofiware programs being used in the
district.

Responsible for the installation, operation and repair of all aspects of the
Media Retrieval systems throughout the district.

Assists with the network administration services in all schools.

Supports district databases and data waréhouse models and initiatives.



12.

13.

4.

15.

Assists in administrative uses of technology, including deireiopment,
refinement, and utilization of database applications.

Works closely with the Network Technician, vendors and Contracted Service
Personnel.

: He]ps in keeping an updated district inventor‘y.

Performs other duties as determined by the. Infonnatlon Technology
Coordinator.

REPORTS TO: Information Technology Coordinator
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